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Graduate College Travel Award Guide — International Travel

Use this guide for steps required when using your Graduate College Travel Award for international travel.

o If this is your first time traveling with ASU - Start with Section A.
e If you are traveling internationally - See Section B.

Section A - First-Time ASU Travelers: Create Your Travel Profile

If this is your first time traveling with ASU, you must create a Travel Profile before submitting any Trip Request.

1. Request Access (only if you are not on ASU payroll as a student worker/RA/TA/GSA)
You must be granted access to My ASU Trip/Concur.

e Complete the Manual Profile Form with your department.
e Access typically takes 3-5 business days to activate.

If you have no funding other than this award, use the following information on the Manual Profile Form:

Field Information

Student ASURITE or affiliate number Enter your ASURITE

Sponsoring HR Department ID X0206010A0D

Mail Code 1003

Cost Center ID CC0959

Travel Approver Stefani Plummer (stefi)

Department Contact Stefani Plummer

Travel Profile Justification Add 2-3 sentences explaining why you need a travel profile

2. Set Up Your Concur Access

Once your travel profile is approved, log into My ASU Trip/Concur and add Stefani Plummer (stefi) as a
delegate (use the “Add a Delegate” instructions). This allows the Graduate College to support you through the
request and expense process.
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Section B — International Travel Steps

1. Register Your International Trip with the Global Education Office

All international travel must be registered with the Global Education Office. Register at:
https://goglobal.asu.edu/register-travel.

e Save the approval letter you receive — you must attach it to your Trip Request in Concur.

2. Submit Your Trip Request in Concur
e Submit one Trip Request per trip, even if you have multiple funding sources.

¢ Do not request more than your awarded amount.
Example: Registration = $400, Award = $300 = Request $300.

e If you receive additional funding after approval, add that funding and expense on your Trip Expense
Report — do not submit another Trip Request.

3. Book Travel Only After Trip Request Is Approved
o Make travel arrangements only after your Trip Request shows “Approved.”

e If you purchased travel before approval, the Graduate College will request a One-Time Exception from
ASU Travel. Attach the exception approval to your Trip Expense Report.

Airfare Guidance

e Preferred method: purchase airfare through Concur (ASU Airfare “Ghost” Card). See the My ASU Trip
Manual for details.

¢ If you book outside Concur, keep all receipts and retain documentation required for international travel
(passport/visa costs, proof of vaccination if applicable, etc.).

¢ The Graduate College Travel Award does not cover luggage fees, seat upgrades, or other airline
surcharges.

Personal Travel

If your itinerary includes personal (non-business) days, follow the additional steps in the My ASU Trip Manual;
include all required documentation in your Trip Request and Expense Report.

4. Keep All Required Receipts


https://goglobal.asu.edu/register-travel
https://goglobal.asu.edu/register-travel
https://www.asu.edu/fs/travel/MyASU-Trip-travel-guide.pdf
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Keep receipts for:

Registration and membership fees

Airfare and related charges (if not purchased in Concur)

Passport/visa fees or other international travel fees (as applicable)

Any other awarded expenses that you plan to claim on your expense report

After Travel — Complete Your Trip Expense Report

Submit the Trip Expense Report in Concur within 30 days after the end of your trip.

Follow the “Expense Reports” section in the My ASU Trip Manual for step-by-step details.

Important Notes

The Graduate College Travel Award does not cover expenses for hotel, meals, daily allowances, ground
transportation or other expenses not included in the award letter.

Policy exceptions must include a justification in the comment field of the expense detail.

If airfare was booked before your Trip Request approval, email grad-travel@asu.edu so we can request
a One-Time Exception; upload the approval under “Other Supporting Documentation.”

Add all approvers for each funding source in the Approval Flow before submitting the report.
Submit the report when complete.

We hope this opportunity is a successful and enriching experience. Please remember to record this
award in your iPOS.

Questions or Need Assistance?

Email grad-travel@asu.edu or call 480-884-2293.
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